Approved For Release 2001/09/04 : CIA-RDP80-00679A000200010043-8

TAB

Approved For Release 2001/09/04 : CIA-RDP80-00679A000200010043-8



e N ) ) ‘
XL e R Approved For Relei.se 320011.09104 : C|A-RDP80-00679A000W10043-8

Yo

e —— & - -

| GONFIDENTTAL
16 Jonw 45k

OFF‘]‘Z(?E OF PERSONNET, MiMORANDUM NO. 20-802-2

 SUBJECT: Determining and Recording In- and Out-Casual Status of
‘Esployeas

1. Genorals

- O..The Processing and Records Division (PRD) is responsible for
satablishing and madntslning necessary records concerning staff ‘employees
who ere assigned to positions on foreign field tables of organization
(T/0) but who ave in sn in- or out-casual status for training, transporta-
tion, or similaer purposess

20 Definitions:
&, In-casual

An employes who continues to encumber a position on a forsign
fleld T/0 after having returned %o the United States on & permanent
change of station (FCS). I

e Oub-casual -

~ An employee who ig assigned to a position on a foreign field
T/0 but i3 sctually performing dutiss or training in the United States
or has not departed from the continental U, S. for his overseas
sl gment.

3. --Pmced:uﬁss
¢o Identification of In-gasuals:

{1} Central Processing Branch (CPB) will initlate Form No.
J7=-200, IN~ AND OUT-CASUAIL, STATUS RECORD, {attachment) for each
in-casusl vho reports to headquarters and will transmit this
form to Transactions end Records Branch (TRB) in tweiplicate, .

. ’ ’ WO A Leatrl -
- (2) TRB will record the individual's status as in-cidsual
in the Positlon Control File, and disteibute the Form No. 37-200
83 follows: _ _

(a) Original - Official Personnel Foldar

(b) One copy - Machine Records Division, Office of
DOCUMERT NO. - Comptroller
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(¢) Ons copy - Finance or Fiscsl Division, Office
of Camptroller, as sppropriste

(DU Oz CO - (oA Q:',MML grnf ;Ot.{iwx UZ [ Bt (

Copiss for tion to the Office of Comptroller
will bs forwarded dally by transmitisal msmoranda
addrsssed to the appropriste Divisions.,

b. Ramovsl from In-ossuel Statuss
Upon raceipt of an spprogriate perssunsl sctlon, TRB will

indicste yamnoval of an qmpla? Mﬁg inocesual status by initiating
Form ¥oa 37=200 in twiphisat chenge will be recorded in the

Pogition Control File and the Form Foo 37*»200 distributed g5 indiented

in pavagraph 3&(2), ahwao
Go Jdentification of Out-casualss

Upon receipt of an sppropriate persom&!l action effecgting
sppointment or reassigmment to & pos.tt.ion on a foreign fleld T/0,
TRB will initiate Form Ho. 37-200, in s placing the
individual in an outwseasusl status. 'mis changa will be Pecorded
in the Position Control File and the Form No. 37-200 distributed
as indicated in paragraph 33{2), aboves : '

do Heuovel from Qub-gesusl St.atussi_

Whaa CPB has established a definlte date of departurs from
the continental United States, Form No. 37-200 will be complsatad,
in teiplicltd \aetting the date of removal from out=cssual ststus as
the date of departure from the continenta) United States. Thia
change will be recarded in the Position Control File and the Form
Hoo 37-200 distributed as indicated in pmgraph 3a(2), above,

b, Reportings
8. The Flamning and Mysia Staf? (PAS) will complle & report

_8a of the end of each calendsr month including the following infom&

¢ion on casuals for Offices of the Depuiy Direbtors (Adninisitration),
- (Intelligence), snd (Plans).({the Office of Jommnications, the Offiee
of Training and the Office of Pmonne*%) -

(1) A mechine resords list of mucaauals, indicating nme,,
organisation, and beglmning date of ine-susual status,

g

{(2) & mach:lne records list of oub=sesuals, indicating name,

_ organization, amd bag:l.nn:l.ng date of ocutecasual status.

bo These reports shall be dis'bributed as followss
(1) Ccmplate report %o ths (Aasistaut vﬁiﬂactor for ?ersomml)
{2) Complete repori %o the Chief, FRD
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) : {3) Cns copy of thet portion of the report soncerning hism
Ny respective jurisdiction to emch of the followings
S T -
Dsgguby D:)Lmat.ors (Mgm%‘iﬁm), (Intelligence) and

| (Aasiatanb Direstor fa Gammnigations) |
25X1A

Uireetor of Training

- Ao oG
Depiity Assistant Direstor
for Persomel
Attachment
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